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Name:

Certificate Number:  

	
Endorsement

This is to certify that the following person has undertaken the professional experience listed below under my direction and to my satisfaction.


	Name of trainee:
	

	Of (residential address):
	

	
	

	
	

	From (date): 
	

	To (date):
	

	
	

	Employer (name):
	

	Business address:
	

	
	

	
	

	e-mail: 
	
	Tel:
	

	Employer’s Supervising Representative:
	

	ARB (or equivalent) registration number:
	

	Signature 
	
	Date
	


 
Schedule of projects undertaken with this employer.

Please list and number all projects undertaken with this employer and provide a short (100 word) project synopsis together with other core details:

	Project No
	Project Name
	

	
	· Location 
	

	
	· Type of project
	

	
	· Approx value of works
	

	
	· Type of Building Contract (if known)
	

	
	Project synopsis:





	Project No
	Project Name
	

	
	· Location 
	

	
	· Type of project
	

	
	· Approx value of works
	

	
	· Type of Building Contract (if known)
	

	
	Project synopsis:




Cut and paste tables as required


Schedule of activities based on RIBA Plan of Work 2013

Note: This is a composite document bringing together data from all employers and projects. 
Using project reference numbers from previous section(s) identify for each project in what project stages you had significant personal responsibilities for action. In particular note where and how you contributed to problem solving and decision making. 


	Stage 0 
Strategic Definition 
	Project Ref No:
	Activity

	
	
	


Cut and paste tables as required

	Stage 1
Preparation & Brief
	Project Ref No:
	Activity

	
	
	



	Stage 2
Concept Design 
	Project Ref No:
	Activity

	
	
	



	Stage 3
Developed Design 
	Project Ref No:
	Activity

	
	
	



	Stage 4
Technical Design 
	Project Ref No:
	Activity

	
	
	



	Stage 5
Construction 
	Project Ref No:
	Activity

	
	
	



	Stage 6
Handover & Close Out 
	Project Ref No:
	Activity

	
	
	



	Stage 7
Operations & End of Life 
	Project Ref No:
	Activity

	
	
	



Non-Project Activities
	Other Activities 
(e.g. Organisational Development, Business Management, Project Programming, Marketing, Research and Evaluation)
	[bookmark: _GoBack]What? Where? When? Significant outcome(s)?



	Technical Studies & CPD
	What? Where? When? Significant outcome(s)?







Annex 1 - RIBA Plan of Work 2013: Mapping against 2007 edition


[image: ]



Annex 2 – Guidance on the AA Certificate of  Professional Experience (CPE)

Purpose
The AA Certificate of  Professional Experience (CPE) is an alternative recording format to the PEDR but is summative rather than having any formative purpose. It is primarily designed to help those who have trained outside the UK and not been logged into the PEDR system. Also, those who have not followed a direct path into Part 3 or have taken career breaks and not maintained their PEDR records.  However, like the PEDR, the CPE is designed to provide as much in-depth qualitative analysis of project activity as Part 3 examiners need to inform their decision about the sufficiency of practical training and experience. 

Rather than provide a running commentary over the entire catalogue of a candidate’s experience it is considered more productive to ask candidates to summarise their project involvement in an easy to read format and complement this with a reflective analysis of one or more projects in which they have had a significant role in job and contract administration. This analysis should be set out in a case study format, in total of no more than 5,000 words. This procedure has been in place at the AA for some time but without formal guidance being provided.

Guidance on Case Study content is as follows: 
The subject matter covered by the case study(ies) can be:
· An analysis of a single, significant project taken from concept to completion.
· Reports on a selection of 3 or 4 small projects, each taken right through the contract process or, 
· Analyses from several projects that between them cover the whole design, development and construction process. 
The ground rules are that: the analysis(es) involves activities:
· in which there has been significant personal responsibility that, overall, covers all stages of work; 
· that the works have normally been conducted under a traditional form of contract within the UK’s regulatory system. 
· Where case studies are drawn from outside the UK, there is a comparative analysis provided to illustrate how different procedures and decisions might have been applied if the project were UK based. 

In the event of any uncertainty over eligibility to use the CPE or on content and structure of the case study, the advice of the PSA should be sought.

Guidance on CPE endorsement
For candidates using the AA CPE, mentors or office principals are also required to sign the CPE documentation to verify a candidate’s employment activities. For audit purposes, it is important that the signatory can be traced, so registration details are important.

ARB/RIBA guidance in some circumstances permits non-architects to act as signatories. Their guidance is that they must be construction industry professionals and have significant experience of the architect’s role in construction projects. In there is any doubt about the status of a signatory, the PSA will advise. 

It is not unusual for candidates to gain some part of their experience by running their own practice or collaborating with other non-registered professional colleagues. This can be acceptable providing the PSA is satisfied that there are proper arrangements in place for mentoring by an experienced and appropriately qualified person. Clearly, in these circumstances, practical training within the office is likely to be difficult hence the PSA will be expecting candidates in this position to have set up some form of CPD for themselves. 

Not all construction professionals in all countries are members of registration schemes. If this is the case then e-mail addresses and/or mobile telephone numbers should be provided. The issue here is about enabling an audit to be carried out.

Guidance on Use of CPE
The AA CPE is a ‘free to use’ document developed in 2012 in conjunction with an APSAA  working group. While it is an authorised format for AA Part 3 candidates to use as evidence of work experience and practical training, those wishing to use it in other schools must check with their PSA that it is acceptable. 
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